SATERN Administrator Job Aid
Contractor Scheduled Offering Registration (ver.1)

Job Aid: Contractor Scheduled Offering Registration

Tasks

A. Determine Number of Available Seats in a Scheduled Offering
B. Change Registration Status of Contractors in a Scheduled Offering

Task A: Determine Number of Available Seats in a Scheduled Offering

1_ SearCh for and ACCGSS in View Scheduled Offering Results
Edit Mode the Scheduled Start Date/Time
Offerlng record. 40 COURSE JSC-6397-12980 9010 S 2006 Wiew | Edit | Delete | Copy
(Rew 31362006 1200 & EST) enrolled, 0 OB:00 A
waitlisted, 1 EST
pending
Mars Mizsion Design Seminar Il
2. Step 1: Scheduled Offering D 40
ttem; COURSE JSC-6397-12980 (Rev 3432008 12,00 AM EST)
Cl k th R . t t T b Title: fars Mizzion Design Seminar Il
IC € Registration 1a
of the Scheduled Motifications | Cost Caleulstion || Cost Summary Pricing Catalog Chargeback
Offerlng SUmmEry Segments Contacts Materials Custom Fields
Edit the Scheduled Offering
3. Step 2: Edit the Registration for the Scheduled Offering
Registration Cut-off Date: E AfIE00E Min Registration: 5
VieW the Reg I Strati on Registration Cut-off Time: Maximum Registration;
Status and determine the ' 0600 AM 10
number of Enrolled Time Zone: € EzT Registration Status: 8 of 10 enralled, 0 wailisted
Learners_ Default Publizhed Price (5) 0.00
Self Reaistration
4. Step 3:
VieW the Registered Learner Chargeback
Contractor ID =¥ (C-Hlasron ) PERDING (Pending) ACCOUNtCS):
Learners. CC.) ntraCt,O rs oniracior Aarz:TDKneresa L 4/20/2006 u?a;éngr-n EST Pr?c?eo L(‘$):S
ID’s are prefixed with a Euit Ordler Ticket
“ ” H H Eclit
C-." Determine if any Civil Servant ID —» EMROLL (Enrolled) Accountis)
Civil Servants have a E_rt RFELD, DEAMNS J ;ﬁtnmos 01:42 PM EST Brige (?):ket
. [ =LE1Y cat roer 1 .
Pending Status and count Euit
them as Enrolled.
5. The total of Enrolled and Macdmum Registration: [,
Pending Civil Servants
subtracted from the
Maximum Registration
number determines the
remaining available
seats.
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Task B: Change Registration Status of Contractors in a Scheduled Offering

1. If Seats are available,
you may enroll that
number of Contractors
into the Scheduled
Offering and waitlist
the remainders. If no
seats are available,
you must waitlist all
Contractors.

Step 1:

(Assuming there is
one seat available)

Below the Contractors

. . Registration Status Slot 1D Chargeback m
ReQIStratlon Status’ C-sabrego PEMDIMG [Pending) Accourt(=)
Click Edit. ABREGO, SAMMY 4£2062006 01:39 PM EST Price: (§):
Edit Order Ticket:
Eclit
2. Step 2 Edit Registered Learner Details for Scheduled Offering 440

Check the Learner
and Supervisor ‘Send
Confirmation
Notification’
Checkboxes.

Change the
Registration Status to
Enroll (Enrolled).

Learner ID: C-sabrego Learner Mame: ASBEREGD, SAMMY
Shat ICx

Registration Status: EMROLLIERralled) b

Registration Date: E 4000

Registration Time: o

Time fone: €) EsT

Commerts:

Send confirmation natification to: Learner D Instructor Supervisor |:| Cther

3. Click the Apply
Changes button.

| Apply Changes

4. Step 3:

Using the same
process, place the
remaining Contractors
Pending Approval on
the Waitlist:
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Be|0W the Contractors C-klaaron PEMDING (Pending) A;courft(s): [
. . Aaron, Keresa L 472052006 02:45 PM EST Price (5

Registration Status, Ecit Order Ticket

Click Edit. £t

Step 4 : Edit Registered Learner Details for Scheduled Offering 40

Check the Learner
and Supervisor ‘Send
Confirmation
Notification’
Checkboxes.

Change the
Registration Status to
Waitlist (Waitlisted).

Learner D: C-klzmron Learner Mame:
Slat ICx

Registration Status:

Registration Date: m 4000

Registration Time: [-45 P

Time Lone: €) |EsT

Comments:

Send confirmation notification to: Learner D Instructar Superyisor D Cther

Aaron, Keresa L

Click the Apply
Changes button.

| Apply Changes
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